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19 June 1952 


1. Attached for .nfomat. on and for appropriate 'action the 
Filial Report of the CIA Career oerv ce Committee which has been ap- 
proved by the Director of Central Intelligence. 

2 Regulations, procedures, and assignments farther implenting 
the Program will be incorporated in the CIA Manual or issued as CIA 
Notices, as required, in order that it may be phased into full operation. 


FOR 'THE DIRECTOR OF CENTRAL INTELLIGENCE 
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10 ? Director of Central Intelligence 

A : -.'I S ■ '* ■ , A -Hsjf 

FROM t Chairman. Career Service Committee 

*' .r - f! 4 •?'. '.Ilk. . : i- ■ 

••"I a - > :• M if. £r ' • ■. : I I 

SUBJECTf /final Report of the Career Scrvi.ce Committee 

'■Al- A- ' : A : | Alt 


PROELEMe To devise a Career Service Program that identifies, 
develops, effectively uses and rewards individuals who 
have the Skills required by CIA; motivates them towards 
rendering maximum scrvico to the Agency; and eliminates 
.from the scrvico, in an equitable manner, those who in 
spite of the Program fail to perform as _ effective members 
of the. organisation* 

A'- „ , >• -ft i - 1 - . ... "T: '..St 1 '- * IS 1 : • 'vifc -Sr 131 

ASSUMPTIONS*' It Is assumed thatt 

' . ‘ , ' ' *r : - B 

f : ‘ : 'f : .'1 

a 0 Required skills can be identified throu^i appropriate 
evaluation and selection devices, 

»•. ,//'/: : A, •' A! | ,J ' f. !j- | ; .f ' f 

b. Potential skills can be developed and maintained through 

appropriate supervision, training and duty rotation. 

* * V - | > 'jjjift 

C* The skills of CIA personnel can be utilized most effective! 

through planned assignn- nt of individuals to positions of 
ff i; progressively greater responsibility as their chills arc 

developed to meet CIA requirements for those positions* 

M- ' . " • -f , . 

:ft 4 :: ;|| 

d* frie experience of personal growth together with a personal 
identification with the objectives and operations of the 
I A Agency will stimulate maximum service among CIA personnel* 
p-:';;-,; A| A A ■ J Ai': \ A ■■ > f J WU 1 A‘ ■'I 

a* Aspirations of CIA personnel to a career with the Agency 
will depend on the extent to which their contributions 
are recognized by the Agency and on maintenance by the 
Agency of the best possible climate for vwrk. 
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Career Service Cowraittoe 
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Security Information 


wmkartTof th*' c:a swic^t pr«xsilh 


1. The CD Career Service Program is controlled by • CIA Car r 
S-rvico Board which consists of th Deputy Director (Administration), 

Deputy rj rector (Plans), the deputy Director (int- Ulgence) , t'u. 
Assistant Director (Personnel), the Director of Training and, on a' 
rotating basis, two *ssistrnt Directors, The two rotating numbers of 
t l 'e Board vdn each serve for ?lx months, there being at nil tirru* on, 
from the ov rt office group and one from the covert of Pic erou Their 
tours of duty staggered so that there is continuity. Th- IP. Career 
,; ervic- Board m.- ts once a month. If any number U umfcl' to b» present 
ho nay be represented by hi:; D-uuty, Four mergers constitute - quorum. 

The Chairman of the Board will he one o' the Deputy Directors, ■ ach of 
whom will serve successively for a torn of four months. The Career 
D v-lopr.ent Staff of the Personnel Office serves *s Secretariat of the 
Bo-rd and tn: Chief, C'-r-er D-.-v lopm. d staf<*, acts a;; th* Board's 
Fx^cnti V' Secret:. ry. (See Tat p). 

2* The CIA Career ^ervic Board is responsible for advice to the 
TV? I on making CIA a better place in which to work. It develop*; policy 
governing the Career Service Program and .advices concerning all policy 
matters affecting Agency personnel, This is a continuous propers, in 
order that the Program may W imimvlint ly responsive to the no r ds of the 
Agency and in ordt r that the Agency'3 personnel policy may remain 
sufficiently flexible to meet all contingencies. The Board serves to 
guide the Agency in its development of long-r^nge plans for the b* st 
utilization of the agency's hunrn resources. It is concerned primarily 
with policy, not with day-to-day decisions hr d-tnii^, ( S. <_• Tab p), 

3. The (office) Career S rvice Board: arc located in each of the 
major Offices and unite of CIA and are responsible to th ir respective 
Assistant Director? or, Of fie * heads for. the operation of th* Career 
Service Program in accordance with policy established by the qia Career 
t Yrvic» Board. They are also responsible for collaboration with other 
(Office) Boards on inter-Oftico Career Service problems. It is at this 
lev 1 *»nd through the functioning of those (Office) Boards that the 1 

rotation, training, advancer* nt -nd assignment plan rucommondpd for tjao „ 
ind ividual by h is suivrv if or i;i reviewed for the approval of the’ Assistant 
**1 rector or Office "fit-aid* TKese* Board: are concerned primarily with the „„ 
implf mentation of policy and with the review of detailed recommend it ions 
concerned with the ceru?rs of individuals. (See Tab B). 
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k* ‘nnually, or ns often as rr-quired, each person is evaluated by 
Ms supervisor and the- evaluation ic reviewed by a reviewing official. 
Tnis evaluation together with a proposed development program forme the 
brsis for a detailed discussion between the supervisor and the person 
/neef *X 3 l mU(i * The P reposed development program la reviewed by the 
L ’" arC ^ r , * ervloe Md .whan approved by the Assistant Director 

or office cad becomes the plaVi for the individual's career for the next 
y^ar or two. (See Tab C). 

5. J’peoial emphasis i* placed on the identification, training and 
development of individuals who demonstrate potential for assignment to 
positions requiring executive ability. Individual talent for planning, 
organizing and directing the work of others is one of thf Apencv's prize 
assets provided it is carefully developed and guided -effectively toward 
tbr accomplishment of some specific aspect of the Agency's mission. Such 
potential is of interest to the /gcncy as a whole since it is seldom tied 
to t-chnical proficiency in any one field and, therefore, not limited to 
nsr- in any particular area of activity. (See Tab D). 

6. *11 ncjf junior personnel recruited and selected to fill pr o- 
frssional positions (e.g., all new personnel up to and including cs~li 

designated as professional positions) will be sere n<d by 
the Professional '’election Panel (in a manner similar to that employed 
by the Foard of Examiners of the Foreign Service) with respect to over- 
811 abilj to wor}f CI * on * career basis, Exception to this 
(Sec Tar ,T? ) ai 1,10(3,5 in CflCh Ca£? by th ° appr °P riate I^Puty Director. 

m ..J* iii new personnel recruited and selected to fill professional 
pOEitionsTHcluding all-Titw "lateral-entry" personnel, OS- 12 and above, 
will enter the Cl* Intelligence School at the first cession commencing 
after their BOD, ®tor ption to this procedure nay be made in each case 
by the appropriate Deputy Birabtor. (See Tab g). 

■ - ♦ . ■ . : V.I . ^ ''i i ' ' :s 

5. One of the most effective methods of training Cl* personnel, 
developing their latent talents and preparing those persons' with high 
potential f or more responsible positions is by means of rotation through 
,no:r p08 "^ 0na that can provide broadening experience, ■bceoutive 
Pkilla can often be developed through experience in a variety of 
of responsibility, (i'co Tab **). 
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j 

9. The favorable work climate that is one of the goals of the 
Career Service Program would be enhanced by certain benefits not now 
available to ClA personnel. Many of these can be achieved only through 
legislation. The Cl* Career Service Board will give oontinuous attention 
to this problem. (See Tab 3), 

10, Much of the work that is aocoajpliahed in Cl* must# for security 
reasons, be done anonymously, An important incentive that is common to 
most human endeavors, the acclaim and approbation of one's fellow man, is 
therefore not generally available to CIA • The establishment of an in- 
ternal CI» Honor * wards Program will in part fulfill this heed. 

(Seo Tab H). 
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Organization, Relationships and motions of the CAREER SERVICE . BOARDS 
I, Organization and Functions of the CIA CAREIR SERVICE BOARD 


/'• A* The CH Career Servioe Board will bo ooaposed of the following persona: 

I Deputy Director f Plans 5 

' Deputy Director, (Intelligence) 

Deputy Dire otor (Administration } 

Assistant Director (Personnel) 

Director of Tr ain ing 

* Two Assistant Directors, each to aqprc 
for terms of six months* duration* 

1 (See Schedule A) 

' •seoutivo secretary • Ron-votigg 

i • ''.r ;• „ ) 

Four members of the Board will constitute a quorum* If a Stoafcer cannot 
be present, ho may be represented by his Deputy* The Board will hold 
scheduled monthly meetings, and agenda and minutes of Beatings will be 
distributed to all persons^ on Schedule At : „ ^ ^ J 

B* It will be the responsibility of the CIA Career Service Board tot 

* ‘1* Develop policy governing the Career Service Program for approval 
by the DCI and serve as his advisor pn all matters concerning 
the program* f 

; /2* Supervise and review the functioning of (Office) Career Service 
Boards# „ - - 

3# Establish and maintain ap Executive Inventory to be composed of 
those persons which the Board shall from time to time determine* 

U* Make rc commendations for filling key poeitiopo in the Agency 
with personnel from the Executive Inventory* 

5* Review evaluation of personnel contained in the Executive Inventory 
apd review rotation programs for their hrther development. 

i. 

L 6* Approve the allocation of Rotation poaa Slote to jfoffice) Career 

* Service Boards* (See Schedule B)» 
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7* Supervise supporting groups or Boards for handling specialized 
functions on an Agency-wide basis, such as, Hazardous Duty Board, 
Honor Awards Board. Professional Selection Panel, eto*, drawing 
on Agency perspnsel as necessary, 

8, Prepare and submit annually to the DCI a summary of the operation 
of the CIA Career Service Program* 

H. Organization and FunOtions of the SECRETARIAT of the CIA CAREER SERVICE 
BOARD 

A* 'ttie Career Development Staff of the Personnel Office serves as 
the Secretariat of the CIA Career Service Board and the Chief, 
Career Development Staff serves aa the Executive Secretary of the 

■’ i • Board* ' \ • 

' B* -It will be the responsibility of the Secretariat of the CIA 
Career Servloe Board to, 

1* Baoommeod to the CIA Career Servloe Board ways and means of 
improving the CIA career Servloe Program* 

2* Perform all secretariat and administrative functions for the 
CIA Career Servloe Board* These include, but are not limited 
to, 

. •;!* . '■ ' 1 . ’ « 

a* Maintaining master files concerned with Career Service 
matto re an a current basla far the CIA Career Service 
Board, including agenda and records of meetings* 

• -- ♦ . 

b* Transmitting to the CIA Career Service Board re commenda- 
tions and periodic report# of the (Office) Career Service 
Boardi for consideration. 

O* Initiating and supervising such studies as are needed to 
improve the Career Service Progrma, 

d* deflating (Offiee) Career Service Boards In effecting 
rotation appointments, 

a* Submitting unresolved inter-Offlce Board problems to the 
CIA Career Service Board for decision. 
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fi Coordinating with the Office of Training training 
arrangements and needs respecting the CIA Career 
Service program* 

g* Acting in support of Boards established by the CIA 
Career Service Board for handling specialized 
functions on an Agency-wide basis* 

m. organization and functictts of the (QmOS) CARBjte SERVICE BOARDS 

A* (Office) Career Service Boards will be ootfMsed of the following 
persons! 


Assistant Director (or office hoad) ex officio 
Three or more Staff or Division Chiefs, or 
comparable hi^i-levcl officials 
Secretariat - Non-voting, (in most cases, the 
Secretariat will be composed of Administrative 
Personnel Officers of the office concerned and 
aill perform staff support for the Board,) 

&• (Offioe) Career Service Boards will bo established in the follow- 
ing units of CIAi 

1 " ■ l?- , - 

Offioe of Scientific Intelligence 
Office of National Estimates 
Office of I5n4ning 
Technical Services Staff 
Personnel Office 
Medloal Office 
General Services Office. 
Inspection and Security office 
Procurement and Supply Office 
Comptroller *s office 


Office of Special Operations 
Office of Policy Coordination 
Office of Consmnicatlons 
Office of (^oration* 

Office of Research and Reports 
Offioe of Collection and 
Dissemination 
Office of Current Intel- 
ligence 

• 8 ;: jr 



An Administration Career Servioe Board will be established which 
will be ooncerned with those individuals who do not come under 
the Juris diction of any one of the above Career Service Boards* 



It will be the 
to | 


responsibility of an (office) 



■»* v 
• V f 


® ■rf: 




Servioe Board 


1* Serve as advisor to the Assistant Director (or Office head) on 
all matter a pertaining to the Career Service Program* 
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2. Direct within the office the application and functioning of the 
Career Service Program, including but not Halted to* 

a. Executing relevant decisions of the CIA Career Service Board 
and making recommendations to the CIA Career Service Board 
for improvement of the Career Service program 


b* Sponsoring, developing and executing the Career Service Program 
of the Office concerned, including an intra-office rotation 
system, and reporting periodically to the CIA Career Service 
Board. 

o. Reviewing Personnel Evaluation Reports and proposed development 
plans for individuals in terms of training, assignment, 
advancement, rotation and promotion^ 

d« Recommending cancellation or (ontinuanne of career development 
actions, 

a* Participating in the development and execution of approved 
extra-Offloo rotation eysteme, 

f» Submitting a semi-animal Personnel Evaluation Report to the 
Sponsoring Office on each rotation appointee from another Office 

ft Bisuring that the rotation appointees detailed by their Office 
to another Qff ioe are not overlooked for warranted promotion 
and ensuring that rotation appointees received by their Office 
are productive and their assignments oommensurate with the 
purpose of the appointments, 

h. Reviewing continuously conditions of service axvi duty with a 
view to to the ClA Career Service Board 

concerning working conditions and benefits that can strengthen 
morale and Increase "esprit do corps" , 


1« Reviewing continuously the personnel intake of the Offioe, 
especially at the junior professional level, with a view to 
ensuring the acquisition of highly-quallfie d, versatile persons 
with long-range potentiality. 


3, Supervise supporting groups or Boards as appropriate for handling 
specialised functions, assigning to then Office personnel as 
neoessaiy. 
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X# Hie Personnel Evaluation Report (See Form No. 37-151, attached) is 
prepared annually or as often as required. It deals withj 

a. The Job being done. 

| ' • 

b. The person's performance on the Job. 

o, The person's potential for assuming greater responsibilities, 
d. Hie program recommended for the person's development. 

2. Effective use of the Personnel Evaluation Report is dependent primarily 
cm the extent to which supervisors are objective in reporting useful 
information on the form. The Office of Training and the Personnel 
Office are currently preparing the program necessary to place this 
system in operation. 

3, The Porsonncl Office will bo primarily responsible far administration 

of the por3onnol evaluation program* ( 


Attachment - 1 




• ID - 


•scurlty Information 
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The personnel Evaluation Report is an Important part of the Career Service pro- 
gram. it seeks to assure for every person a carefully planned career, with advance- 
ment based on demonstrated ability. For the Individual, it means an opportunity to 
voice his interests and to discuss his job and his progress with his supervisor. To 
the supervisor, it gives assistance in carrying out a major responsibility, the de- 
velopment of the people he supervises. For the Agency as a whole, it means successful 
teanwork based on mutual understanding and respect. 


PERSONNEL EVALUATION REPORT 

(lee Inetmctlees on Reverse tide) 
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INSTRUCTIONS 


1. instruction to the Administrative or Personnel Officer 

Consutt current Administrative Instructions regarding the initiation and transmittal of this report. 


2. instruction to the persofo evaluated 


Since this evaluation will become an important part of your record, you *111 **nt to a!** much care 

‘ eive from your Supervisor and the Reviewing Official. With 


and attention as you mould like to have It recei.. - .... , 
respect to Items 8 and 9, you should include courses of instruction or assignments, either within or out- 
side of the Agency, which you consider pertinent to your career development. 


Hi Instruction to the Supervisor and the Reviewing Official 


As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for 
- - ... commensurate with his re- 


planning and fostering the development of each person under your supervision, commensurate with his ca- 
pacity, aptitude, knowledge and skills. As an alert supervisor, you judge the people working with you on a 
iobrby-job and day-by-day basis and us* this intormation in carrying out your supenrlsory responsibilities. 
Although evaluation is a continuous process, it is necessary periodically to record your observations and 
recomeendations for appropriate action, in preparing the report you should consider the individual s capa- 
bilities for further development in his present assignment and his potential it las for more effective 
utilization in other positions, including work of a more responsible and difficult nature. 


b. The following traits art gentrally regarded as having som* bearing on a parson's performance and develop- 
ment. Although you are not asked for specific ratings, do not hesitate to refer to these or similar traits 
in your comments, which should be terse and precise. 


COOPERATION 
E3EPENDABI UTY 
ACCURACY 

SECURITY CONSC I OUSRESS 
INITIATIVE 


RESOURCEFULNESS 

STAR) UTY UN OCR PRESSURE 

AilllTY TO ©STAIN RESULTS 

JUOBMENT 

LEADERSHIP 


In fairness to the individual end in the interest of the Agency, the importance of carefully prepared and 
accurate Personnel Evaluation Reports can not be overstresied. The following basic principles of evaluation 
Should be kept in mind; 


(1) Base your judgment on 


a What you have observed the Individual do or fail to do. 
b Typical performance as wall as critical incidents, 
c Examples relevant to the duties under consideration. 


(2) Different standards prevail in different assignments. Evenr effort should bo made to arrive at ajuat 
' 1 estimate of the qualities of the individual a* demonstrated dur I no the report period. Avoid exaggera- 
tions. They detract from the value of tho report and are unfair to others. 

(i) BIASED OPINIONS RASED ON PERSONAL LINES ANO DISLIKES MUST RE SCRUPULOUSLY AVOIDED. IT SHOULD RE BORNE 
IN MIND THAT THE PREPARATION Of EVALUATION REPORTS IS AN IMPORTANT RESPONSIBILITY OF ALL SUPERVISORS 
AND THEIR CAREFUL PREPARATION IS AN INDICATION OF THE SUPERVISOR'S «N ABILITY AND QUALIFICATION FOR 
I ' THE POSITION HE HOLDS. 


A FRANK DISCUSSION BETMCEN SUPERVISOR A» INDIVIDUAL CONCERNING THIS REPORT IS NECESSARY IN ORDER TO ASSIST IR THE 
DEVELOPMENT AND BEST USE OF CVERf INDIVIDUAL'S CAPABILITIES. 
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PERSONNEL EVALUATION REPORT 


/taaa 1 (trmr|i < tili Be cm plated Dp iAiicid'cttrc *r Nricmd O/ficcr 


1. NAME (Uttl IFIrat) (Middle) ?. GRADE I). FOSITION TITLE 


N. OFFICE 


STAFF OR DIVISION 


IF FIELO, SFECIFT STATION 


J. PERIOD COVERED BY REPORT i. TYPE O F REPORT 

Froa To I I Initio I I I Annua) I 1 Spec I « I 

[ J Reaaelgnae nt [ | React I (meant of Supervltor 


Itcei 1 lArtofl It mill Bo coopl'l*^ Dp tko pcrcca cralodod 


T. LIST TOUR MAJOR DUTIES IN APPRO* I MATE ORDER OF IMPORTANCE, ■ ITN A BRIEF DESCRIPTION OF EACH. OMIT MINOR DUTIES. 


I. LIST COURSES OF INSTRUCTION COMPLETEO DURING REPORT PERIOD. 

Name of Couroo Location lanftR of Courae 


Data Completed 


«. IN RMAT TT PE OF fORK ARE TOU PRIMARILY INTERESTED) 

IF OIFFEREMT FROM YOUR PRESENT JOB, EXPLA IN TOUR QUALIFICATIONS UPTITBOt, NNOfLEME, SKILLS). 



ii thremfk It wilt Da ataplalcd Dp Occparrjc 


“i 


















ttCUKITY INFORMATION 
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IN WHAT RESPECT IS THIS PERSON'S PERFORMANCE ON PRESENT JO# MOST NOTICEABLY GOOD OR OUTSTANDING? 


13 . ON WHAT ASPECT OF PERFORMANCE SHOULD THIS PERSON CONCENTRATE EXPORT FOR SELF IMPROVEMENT? 


IN. COMMENT ON THIS PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES NO* OR IN THE FUTURE. 


15 . ARE THERE OTHER DUTIES *HICH BETTER SUIT THIS PERSON'S QUALlFICATU 
po • s \ b I • . 1 


Appropriate rat • s I gn*«n t , 




•HAT TRAINING OR ROTATION 00 TOU RECOMMEND FOR THIS PERSON 



17. IF PERFORMANCE OURING REPORT PERIOD HAS BEEN UNSATISFACTORY, THERE IS ATTACHE# COPT OF MEMORANDUM NOTIFY!*# THIS 
PERSON OF UNSATISFACTORY PERFORMANCE. 



120. COMMENTS: (If naetttary, tay ka continuad an ravarsa a Ida »f cowar tktat.l 




Approved For Release 2001/08702 : CIA-RDP80-01826R©00900010016-9 


Security Information 


TER EXECUTIVE INVENTORY 


X. The purpose of a Career Service Program is to develop people 
to the fullest extent to meet present and anticipated job needs of the 
Agency. An "executive inventory" is merely a means of matohing present 
and potential executive- type assets against present and anticipated needs 
f or executive ability in order to plan intelligently to meet these needs* 

* 

2. As an aid to personnel planning for the development and use 

of executive skills throughout the Agency* the. CIA Career Service Board 
will maintain an inventory of all personnel who evidence executive 
ability or potential according to criteria which the Board shall de- 
termine from time to time In relation to Agency needs. The Board will 
review Personnel Evaluation Reports on all personnel included in the 
inventory and will recommend inter-Office rotation assignments for such 
persons when appropriate in the interest of their further development. 

The Board also will use its inventory of executive abilities to recom- 
mend inter-Officc transfers of persons to fill key Agency positions. 

3. In addition (Office) Career Service Boards are encouraged to 
maintain inventories of any skills and abilities which they find helpful 
for use in their internal personnel planning. 


:if 
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THR fWCTION AND TRATN’INC- 


TRAINS, FOR r?OFFSSI<T,;;,L PORTIONS 


With regard to tr-ln* 's for overt nct|vltiG&, including overt 

o rsonn 1 as-ign d to c overt Offices, it io v corr.< nied tVVLi 

a. All n- ; w personnel recruited to fill prof'ssiorv'l po^tionr 
in th r Agency V requir'd to ge through a train: op program 
in order to give thorn an adequate baric Intelligence back- 
ground* Fxc^ptionc may h- made for individuals who have had 
previous high-1' -vc 1 intelligence experience, 

b. The present Professional Training Program in the Cl* Intelligence 
School bo reorientated «nd expanded .■».«? speedily as possible Into 
a Professional Selection and Training Program to giv r nit now 
personnel for professional positions a broad yet intensive 

int ll’g nc<- training. S.Kclalircd tr.ainir»Ci including language, 
*ma - i nd ope ratio pal training, will be handled in oth r parts of 
the training program. 

0% . The curriculum of the Cl* Irt' llig r>ce School, including recom- 
mended reeding, be* r' vised to cov r subjects of particular 
int' r'st to Cfficos and be coordinated with TRS to r.aoucc 
duplication in the curricula. 

d» A selection beard to be known as the Profession' 1 S r lection 
Pan»l be established uijd'-r the direction of th CIA Career 
Service Board. It would consist cf five voting r, ml rs and 
threr advisory mergers *3 follows: 

(1) Two representative s from the overt Offices. 

(?) Two r -prest ntstives from the covert Offices. 


(3) One representative from 5 TV putp Director’s Of r ic< , the 
T *D/Pi PT)/* and TfyT* to be suer - ssively represr ntod on a 
rotating basis. 


(Ij) Three- advisory rcpjv sf ntatlves, one arch from the ?:rsonn 1 
office, the Insp€Ction arid Security Office and th- Office 
of Training. 


Approved F 
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The Panel will rev|*w wslwtion st*nd«pa*j including medical 
standards, for <*nd the quail fications of all candidates up to 
and including th* grade Gfl-11 for overt and send-cov^rt nrofos- 
sionsl positions in the overt, covert and support Offices end 
will finally approve on be half of the *goney the selection off 
all personnel for professional positions in those grades end 
categories. Tn csss of an adverse finding against an applicant 
by the Panel, the approoriate Assistant Director or Of fic> 
head may appeal to his Peoutv Director whos' decision will be 
final, fhc' Panel will also, vhon requested by an Assistant 
Director, arrange for the testing of a candidate in tW OS-12 - 
15 category, review his qualifications and mnd< recoins nd a ti on s 
to the requesting Office. 

e. Personnel requirements of Offices for professional positions be 
submitted to the Personnel Office, which will inform the Pro- 
fessions! Selection Panel and the Office of Training of the 
estimated intake so that they may plan accordingly. *11 recruit- 
ment will be undertaken against authorized slots in consumer 
Offices except that e small number of slots will be set aside 
for the temporary seeonanod' i tion of draft-eligible candidates who 
are brought into CIA. for indoctri nation before entering the 
Armed Services. 

f , The program to establish consultant-contacts in collt g s and 
unlfCrsitl es (Project Review Committee Project TRNAdP-^ 2-52 of 
22 Oetobor 1951) to recruit undergraduate and graduate students 
be vigorously implemented -nd ultimately om»ndnd. 


g. So subsidy be given to university students prior to 'their CIA 
employment. Vo specific substantive guid n nce be giv n by toe 

- oonsultant-contocts to undergraduate students. Tn certain coses, 

* ' c<m8Ult»nt-contact« may surer rt that selected gradu n to students 
specialise in practical subject's or foreign asp^ots of their 
fields which might be useful if they should enter the intelligence 
field. 

h. Consultant-contacts be briefed regarding the relation b< tw--tn 
recruiting for overt urn in both overt ?.nd covert Offices end 
recruiting for de*p-covr- r notlviUes. 

I'fff 

i. Special security measures bn t*k:>n to prevent subv- rslv. infiltra- 
tion into the Agsncy through the trainee system and that IhS 
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Office be given adequate backing in money and personnel to carry 
out these measures* Consult an t*c on tacts be briefed thoroughly 
regarding the danger of subversive infiltration into the Agency 
through the trainee system. 

j. Approaches by CIA represents Uvea to universities or oomonnies 
in the United States for the recruitment or training of overt 
personnel including overt personnel for the covort Offices, be 
coordinated with the Contact Division* Office ojf Operations. 

k. No org-irUsed publicity be given the trainee recruiting program 
and that publicity of any kind regarding any aspects of the 
Professional Selection and Training Program be discouraged. 

*• #11 candidates for professional positions in grades up to and 
including OS-11 be given a one~d*y battery of "tests before final 
commitments for employment are made, this testing to be givrn 
after the applicant has bc-n recommended by recruiters and after 
PHS and other forms have been reviewed by the Personnel Office.'" 

m * The testing in 1. above be. carried out in leading colleges and 
universities by competent consultants (or by a field unit) and 
in Washington by a headquarters unit* 

n. The sequence of events in carrying out the Professional Selection 
and .. raining Program should be as follows} 

• ' ' I ,,, ';•■■■ I; 1 jjf** 

(1) Statement by Offices and other components of their needs for 
iww personnel to fill professional positions in the OS-5 - 
through Qfrtt categories. 

. 1? • /•* ‘ 

(2) locating, oontecting and screening of candidates in univer- 
sities, industries and the Armed Services by. the Personnel 

tbroqgh cpnaultant-c on tacts or by other recruitment 
techniques. 


(3) Pre-security check by I4S0. 

. * . , * * , 

* :£ *'•■*'.£ <• .V t.» 

(h) Testing of candidates at selected locations in the field and 
in headquarters# 

<■ ; * : • • •' . ‘ i 

(5) screening and shaping of candidate files to Offices by the 
flsrsormol Offioe. 


* * 


■ -*4. ••• -.t 

. -S* Si" ':?.■* *1 - / ^ . 

** ejs w ‘ 
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(6) Clearance by the Medical Office (to be carried out between 
i steps 5 and 10), 

. (?) Assessment, (To be carried out, at the option of the 
obligating Offioc, between steps 5 and 10,) 

(8) Obligation of plots by Offices. 

(9) 

(10) Security Clearance, 

(11) Interview, review and deoiaion by Professional Selection 
Panel, 





■ (13) MOD 

(XL) tfntrenoe into CIA Intelligence School, 

(1$) Review of Training record by Professional Selection Panel. 

25X10 , .. 

(16) 'ssumption of duty status in Office obligating slot. 








■nun* 


1 9 The objectives of rotetioo far the irency §n •> foXltwoi 

Jl ; ...S3®- * • ^ jjjf» \ ^ 

a. A wore effective 


oa af the Agency » • 


b« A method of Improving the select ! 90 and broadening thp experience 
of individuals to serve In key positions* 

c* The cultivation of an esprit de corps baaed primarily on the 
re war d-f or -merit principle. 

The objectives of rotation for the individual are a s follows! 
a* Assisting him to do his present Job mora off actively by* 


(2) Providing him with new skills* techniques and methods of 

porfcrmaace. 

4 *>4‘\ ■ u“V it 'I' "■ '-Kt’iyt v"- - 

_ • * .. f t . . «r *»v "Vi . { ■ 

(3) improving his . ability to plan his work and to direct and 
twparviio, others in it. . 

‘ . * ,4 i . - : 

ft) XncroMln* hU ^ %* »tt»W felktiaaph: 


of th* 


' ascii 


„ * w w p». - ' ; . Jr, .1^1; •- - . . J* , „JL, 

b. Preparing him to wdortako lobs of ine; 

* * « a > a a. k « « 


bility oonmensurate with his growth potential by* 

(1) Broadening his understanding of_tbe objectives of the Agency 
amt it* mission. . . , ‘ „■ 


o« Providing hi* «*>re 'opfortuhity t<} fin£/fc* £«ld in whicb he does 



■» i! : ■’V- ..i ■ i ft • • 
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!? * t *fJ‘ nolo W xlU promote a oomon under- 

2^5* of rotation problem., th. foUortn, definition. have bom 

£jSS‘ «* afitamtic daalfnatlan and rede.i«na, 

the 40 !? rio '" ****• of duty and tralnlngfor 

the pilose df improving hie oapeoity to serve the Ageaoy* 

*’* individual from the rollo 

“ “«;• *™ M.a concurrent addition to the roUa of another 

SouS'lt™ K°r” “ Lnla ?™* uA of the procaa. of rotation 
w ough it wy bo a consequence thereof* 

0# Bg l jjg fi B « JteprvMB of rotatj.ng an individual by placing hi* 

colAro1 another Office in 
rettiro for mother individual similarly attached* 

2* *?? PHocea* of rotating an individual by placing hi* 

opo 5 ationia oontrol of another office 

S£nJf«t 1 T^'of or cl UUohlB « *• - 

1* *£• •<^ 1 *i»ti»tiva unit of CIA on whom rolla 

J&&to3PJSi %SXL S122S* 

Office* 1 *** rf * ,1n «• returned to the Sponsoring 


d. 




.%* Vi: 


- »■; S 


# 


u principle* *iiqh art concerned la tha proems of rotation are ae follow 

** - 

JSftTtS SKJyc SS u “ th » 

”• C V tloTtnS^ «^th. Atmoy 


r 


? :4: ^ 


iV5 r«U 

executive, opera 

i ! *-•*» : 

. -.M 


4 * v* vuv A^UUUV 

personnel Kill sarre tbs objectives of 
top those principles* These include 
““ ‘“‘“'If e^ i lnist r etire and 


V 
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f. 


8* 


o. 


training positions, either in the field or at headquarters, within 
the Agency or with other public or private agencies or institutions. 

• c .it ^ /• *' v f 

Job GronPg Covgredj The classes of individuals covered arc inclu- 
sive rather than exclusive* The professional or technical 
aotivity of & given class of individuals nay. by its native, 
linit the job-type groups to wh^ ^etsfewra nf such a class will 
rotate* . ... 3 


•«, ! &■; * „l tUF- 


•4 

T 


average between eitfiteen and twenty-four months. Thus, a rotati^i 
assignment at .the national Mur. Colloge will run souse top months 
tHhile * rotation assignment to. a position overseas may well run 
twenty-four to thirty months, 

j**l ■„* .*■ . * . -y-iiti-i ■ fc •ni.r : • ■ '■ 


intend to make Jl career Of CIA enploymafet.- Any individual or 
Sponsoring Office*-*’ Receiving Office, may, however, show cause 
idjy a rotation assignment shall or Shall, not be carried out. The 
re viewing authority (the CH Career Ss?^ f Bonrd).ghsll in such 
eases mala rccoemeniitiaaa to the jpprbpfratc Deputy Director whose' 
decision shall be final, 

A^nistratlyf » mdvidudf wtti^tton assignments will 

remain on the rout orTho Sponsoring qmoe and under its admin- 
istrative ooot$ql |or promo tim sad. transfer purposes. The Sponsor- 
ing. Office will pay the individual from heme office funds at his 
home office grads. 


> v ■ t. 


Operational Control! The individual being rotated 
the operational control of the Receiving Office for 


will be under 

.. — . — m , for the duration 

of his tour of duty with that Office, during which peripd Personnel 
Evaluation Reports will be prepared lay the Rpoeiving Offico and 
forwardod to the Sponsoring offico, 

wS*'!- • • ' n.-War-.'-n-U 


: J* *i y : 


f r i 


Cfect 


dc 


feronti 





isignawats given to individual* bcli* rotated shall^e^^rffiy 
ooomensurate with their abilities, keeping in mind the purpose of 
making the specific assignment, Rotation Doan Slots (See Schedule 
B, attached) will, fern allocated to CffioO* to maintain flexibility 
in effecting rotation where exchange of approximately equivalent 
personnel la not practioal. 


station i 
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^ »»««*»« m graao an&ll 

wit,- o?Th.i^s ** * u *- 

or ott^i/vniM<4 ' aiviouax rar pronot.on eh all not be prejudiced 

rotate hjr r ** ,0D °‘ f *** ,,Utuo M « individual being 


J< 


Jj ' 1 *-P*enaiwre at thle tine to 

period the'iSdi^l^^^K^L d ) lr * ti ® 111 Jwo during whioh 
attend to iwaanTnn^ ** aub jeot to rotation policies, or to 

^s.*5i5*^: £2£ rwr *** «-» «*• «** «“**« 

'e ■ill* - • • ■' * : 1 iS * : - ■ * <*■ »■’,* ■ . • - ■«■ ■. 

I wuSgff !*"* Ww Ottioca or 

* 5-« <* £22 £g 2 loh 

referred in the firet inatanoe to the ** 

review the naan t^orwditn V. 2 l 2 SIf" , ? t !? ich 1,111 
tomee) Carcar aorrtS^dfo fa!** conoornc ' 1 

ortho fcowtorlitS n Ottamui ^it^LZTZL ,?*, re o° m °nOotl°n 
th. CIA Caraor S^o.T£*T&£ 1 22 / h * U b ° r<,ftPr °' 5 to 

4j£jP.*? 9^^*' »rtr*-Offlce rotation 


tho^ftr^^lf E * rrlM 

“ *»**»• PPMorlhofl tgr th. 6U Conor Sorrto. Board, 
ig QttlnM ' W«>ln the framrk of 

. Suui Kn^£5SS 2TJ2T2 £7? 

between Gffioea tdiiffc win .of r ° ? i *” J,ea ** hilatoral agre entente 

w^^SlSpJSw SitlS u* *** 

pertinent facteT * “* “*«»>«* «* •"? other 

5. There are two baalo typaa of rotation at follow*, 

*• Relation by 


(1) t hi W^r.f°?** ire Office Boards to negotiate 

2* *»» ** Judged that 

**£*««• % potion 

r***. trszr * the 

i . ' ■ •-. .* ■ . .Vi v.T'* 4 V -r 

• 19 o« 

- ** -* -* v *.;r 4 



.- 4 ' 
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(2) Individuals being rotatod will be under the operational 
oontrol and svparvisio n of the Jpceiving of floe Board, 

(3) The Receiving Office Board trill outline to the individual 

s of the new position, 

s ' *. w ■ ■ Sti : «T # ■ ,("■ 


. ’S.tL 4. .«•' > * - r.. : :! W -Ml;:'. . * jF • 


The Loan 
IN'- tel" 
wftotd 


auth 


t > .♦ ; <\ . 7.3 ■ ,'Xif >_ 

ffSfif floail 

another Office 


ifll.hi. |P4<^ .<* his field. 


te. re oo ram end 


reooniend his 

purpose of broaden- 




(2) Rotation slots, allotted by quota outlined in Bchudulo B, 
attached. Kill be available to Office Boards, These slots 
al ii be a llottcd hy tfa 9 ^ 90 , 30 %^ and will 

bt W p o attlona to ftodotaodbio 


the Receiving Of floe Board will outline to the appointee 
the rerpons lbilitis s of his now aaaignment, Tfeo appointee 
if *on loan* to the Rccoiving Office and will therefore not 


tie up an authorised x/o position, JJe will be assigned to 
a logical unit in the Receiving Office's organizational 
structure* 

"I . • . « jr!"' fc* t ■ 

(u) Appointees Will be under the operational oontrol of the 
Receiving Offioe Board, ; ; ; 


..i- - 


6 , Specific questions raised by the DCI in his Macrsndun of 7 March 19$2 
•nd reconaendatiobs in response thereto are as follows 1 

a. Do you recosmcnd limiting overseas duty to any particular number 
of years? 

* ■ ■ • I 

It is recommended that the Agonoy not limit total overseas duty 
to any particular Timber of years but that, in accordance with 
their needs and in consideration of the health and hazard condi- 
tions prevailing at various foreign posts, the several Offices 
cornea-null. lBoo£}ga£oB at and 
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foralpi personnel 

yw in each four or at any other intervale? 

«d 1» confo: 

Meeting and proposed federal laws all staff wa 
oreraeas^he brought hone at least ones every tS 


aif t A a , ^ OIM jju COJ 

mating and proposed federal laws all staff 

** b «ught hone at least onoe every 

&5I 2^2?! of the wUtivel, 

duty ii the tteitod States end overseas i 

of STSiSg; 

personnel serving JLn the united States am a) 

Ito you reconmond moving officers as a matter 

.? ^S® 110 ^ or do you mean ft 

division within an Office? 

* V- ± 

The rotation system rooconandod provides for 

rotation of the individu 
lj^At the Agency level, the CIA Careor Sor 

r ^ r ® nant0 Ml tbe 0£f l«» 
to prepare them to fill key Agency peeiUohs, 

At what rank does the rotation by the Career i 

The rotation syrtai reocmendod by this workii 
positions and all ranks without reatrisUpn# 


Approved 


: 'ilffi ■ 





It ia rcoomne ndod that i 
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1. In order to Induce able persona to make their oereers In CIA, 
th " Agency should provide specific and tangible benefits to thorn, The 
security aspects of CIA's mission which forces on many CIA pr reonm 1 a 
rolr of anonymity, repugnant under normal pirc’JUWLtnnces to professional 
P opl' , and the physical and mental stresses resulting therefrom are 
such that a compensating factor is dosiyn&Jjt, 


■i 




■' r i 

- 2 * ta nglt>l© benefits., that might be provided to CIA 

personnel will requi r legislation. Continuous attention must be given 
to this problem since the opportunity to collgbflrrte with some other 
department of government that is sponsoring desired legislation may 
provide m indirect means ^of attaining the ob^«H>|. t . 

3. Benefits, that may be installed without .ap|ti^al .legislation, 

*» Additioppl pay for, various. types of haaardoua duty, 

{Separated fraa the -Career Sarvifts.J’rpgra* .at your request 
. but being oarrj^d fonrani^hi^ 

b, A meritorious award system providing for recognition of 
dl stihguishad service to the 4*«OMr. v .(Se« Tab il). 


e * J CIA ovr/seafe post class if ichtiop system providing 
benefits 


; i ■ t 


(2) fhr. Director of Personnel continue the exercise of his 
powers as in the past* 

• . . ' * 

(3) The Director of Personnel, with the advice and assist- 

of wersting Offices concerned and, the Medical 
Office, establish an Agency policy regarding the length 
of asslgenent in unh-athfbl posts, giving regard to 
the PTObable deterioration of health. This determine- 

T1 A — * -A A fc. _ A a — 


Tab 0 
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4. Fetter group health insuranoe, (At present being actively 
worked on.) 

L. F'-nefits th-t will require additional legislation, 

; \ I ? 

n. Additional benefits for personnel disabled while; in Lhe 
employment of CIA. 

b. Pay, within-grade raises, and grade promotions for personnel 
who are detained involuntarily by foreign governments, known 
ae "Missing Persons Act" for vouchtred funds employees, 

c. Application of the principles of the United States "Jnployees' 
Compensation tet to dependents of employ.es engaged in 
hazardous duties who are themselves sxposed to hoaord, 

d. Death gratuity of six months' base pay to dependents of 
CIA employers whose de-th occur a in line of dutj while 
serving overseas « 

, . _ " : s * ' 

e. A more liberal retirement system, 

f. An appropriate and adequate leave system for all overseas 
employees. 

* "jj 

It is noommended that the CIA Career Service Board give its con- 
tinuous attention to benefits a, through f, above. 




. $ « 

■w 


;* f Tj»l" 
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HONOR mm PR00RAJ1 


1 » An honor award for intelligence service should be diitljncuishod 
from an incentive award for meritorious suggestion or feu: outstanding 
efficiency and economy in adainiatration as well as from longevity 
recognition for long ajid faithful service*. An Incentive awards program 
is well eatfcbiishe4 1ft CIA# And a system for recognition of longevity is 
now being considered* Awards for intelligence service do not exist, , it 
is therefore re commended that* . , 

.;y : "*■; | f ^ ■*-; -t ■■ "- r 

*• CIA establish a medal fox presentation by the Director of Central 
Sdfcelligence to any Individual asaogiatod with CIA* nr to air 
€ ,a; Mar' person* tfhn arnicas a notable contribution to United States 
fe intelligence activities , 

•“!!■ I ■ ..." -!t- 1 :• w Tr k ... i|T. : - • 


rather than a group award. 


diction o l& the i 
responsible for 


CIA, and for 


•• the CIA Career Service Board give further attention to the 
problem of creating an Honor Awards Program, 


1826RI 


Approve^ 


b. The design of the medal incorporate those features of the Agency 
•Ml adaptable fqr use in the. medal and tiiat the medal be 
■Bfflpended frpm a distinctive ribbon eny laying the colors of the 


ffi mi,:. 


lab H 
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a™** 0 * £ ot Sj^oi-al Qporttlnruj 
Assistant Director for Poll ay Coordination 
Assistant Director for Cosmuni cations 
Assistant Director for Current Intelligence 
Assistant Director for Collection and.Disserdnnt: 
Assistant Director for Operations 
Assistant greet or for Scientific Melligcnco 
Assistant Director for Raceer* and Reports 
Assistant Director for Notional Estimates 
Assistant Director for Intelligence Coordination 


Approved For Release 2001/1 


W00900010016-9 


Approved For Reloase 2001/08/07: CIA-RDP8(m)tS26R0Qfl90001 001 6-9 


P^NriDQITIAIa 

i« 0 ffirt 5 *S^Stion 

! i ■ 
m 

ImMa&n 1 


■■L pi . 1 l ■ r:4 . ;: ? ;f Pisisptt 

1* fhc following persons are permanent members of the CIA CATiSER 
SERVICE BOARD i 

L ' 

| Deputy DSrcctor/plans or Deputy 
1 Deputy DLrtct or/lntulliganco or Deputy 

{ Deputy Dire ctor/Actainistrat ion or Deputy 
Assistant Director (Pern onnol ) 

Director of Training 

• : -A- ■■ “••?!!• • (4 

.■ - f ; ■ 

2« The following persons are rotating members of the CIA CAREER 

SERVICE BOARD » 


"• *' It ■ A- • . •••• , -ri‘ r- ..... 

■:T !■ ?«■•!■ ... \ 
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Schedule B 


ROTATION LOAN SLOTS 


I# Rot-tJon Loan Slots, "open* with respect to grade end over nnd 
-hov the normal T/o of the Office# » are allotted to the Offices qs 
Indicated below. Only personnel on "loan" rotation assignment will be 
carried ^gninct these slots* These slots will only be used to effect 
rotation assignments when •exchange* rotation ia not practical. 


2, The allotment of Rotation Loan Slots 1 b a# follows* 

Office of the director of Control Intelligence 1 

Office of the Deputy 'irector of Central Intelligence* 
Office of Training 1 

Office of the Deputy Director (Plan#) 1 

Office of Special Operations 5 

Office of Policy Coordination 5 

Office of Comwnl cations 3 

Technical Service# Staff 1 

Office of the Deputy Director (Intelligence) 1 

Office oi Rational Rstlaates 3 

Office of Scientific Intelligence 3 

Office of Rnaosreh find Reports h 

O'f-Ler of Current Intelligence 3 

Office of Collection and Distrain* tion 2 

Office of Operation# . 2 

Office of the TV.ppty Direotor (Administration) 1 

P'-rrorntl Offio* 1 

Oenor*’! S r ieep Office 1 

Comptroller's: 1 

Inspection and jpNiurity Office l 

Raid in reserve b j the CIA Career Service Board 


Total 


15 


18 


«? 

10 


TOTAL 


-■26 - 


50 
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